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Request for Paid Parental Leave Form
Instructions: The top of this form should be completed by employees who are not eligible for (or who have exhausted) leave under the Family Medical Leave Act (FMLA). The form should then be given to the employee’s immediate supervisor (or authorized department representative) for review and approval. Approved forms should then be sent to the FMLA Coordinator in the HR Department (Public Service Center – Room 100). The FMLA Coordinator will then review the form for a final review and approval. 

For additional information contact the FMLA Coordinator at 673-5460 or a member of your HR Generalist Team.
Employee Information
	Employee Name:
	

	Employee ID #:
	

	Personal Phone and Email:
	

	Department:
	

	Immediate Supervisor:
	

	Paid Parental Leave Being Requested for:

	
	[bookmark: Check3]|_|
	Birth of a Child 
	
	|_| Adoption of A Child
	
	
	
	



Your Relationship to the Child:
	
	|_|
	Biological Parent
	
	|_| Adoptive Parent
	
	|_| Spouse of a Biological or Adoptive Parent



Child’s Date of Birth or Adoption: _________________________________				

Leave of Absence Start Date:      ________________________________
	
	

	Employee Signature
	Date


Immediate Supervisor Review and Approval

By approving this request you are verifying that the above employee is eligible for leave under the City of Minneapolis Paid Parental Leave policy. This includes verification that the employee has no disciplinary action in the last two years for the misuse of sick leave.
	
	|_|
	Approved

	
	|_|
	Not Approved

	Comments: ______________________________________________________________________________________

	
	


	Immediate Supervisor (or authorized department representative) Signature
	Date

	
	


FMLA Coordinator Review and Approval
	
	|_|
	Approved

	
	|_|
	Not Approved



FMLA Coordinator									Date

Distribution: Signed Original: FMLA Coordinator in HR. Other copies: Employee and Employee’s Department Medical File
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